
Add a New User Record

1.  Click on the Maintain Users Wizard and enter a new User ID.  When you scan, paste, or type 
a user ID or user name in the Enter a User ID or Name field and the user does not exist in the 
system, the following message displays

2.  Click Yes to display the User Details screen.

3.  Library and Profile default to be appropriate to the home library.  Enter First and Last 
names, Group ID and select a grade level in User Cat1.  Entry standard is ALL CAPS.
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4.  Click on the Address 1 bar.  Enter the Group ID name in the Zip Code field.

4.  Click Save to save the new user record.  The Expiration Date field is filled in automatically.
Click OK to acknowledge the prompt.
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